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Chief, Management 34:&?\4 DAy LE5ITIID h Xageet 1958
(Li,o. CAMLUED T TS s c
. 4 Apr 77
0% Bosminer fueh: b pts VTALTES
Date: _3:&[‘:0}_'&__“__ By
Report of Project 3-10, Recoxds of Oversess Service
Nemorendum for Acting Deputy Director ( } from

Chief, Managewent Staff dsted 2h Aprid , Subject
estiomaire on Oversess Duty.

This project was presemted as & problem: "To deve 4 method
wmmemwwmm.mmwmuof
MWmtmasm?GSmmwmmymmmts
mmmm.“ The imsedicte need wes to develop statistics
to permit plamning of a woye advertagecus retirsmpent poogram; Lhe
long range need was t0 provide verified inforsetion for aent
eligibility purposss for futuwre use. Aoslysis imdicabed that she
mmw‘mmmwmmmms,am
susceptible to separate trestment and this was done as follows:

PHASE I: What method is most suitable to be employed for obtaiaing
memwmmmmmmurmm-
ment formulae?

This phase of the project involved & staff study (see Refirence)
x&mmm m;maf Ty apd sutborities to conduct & survey o pust

' ; : cugrent stalf agloyees anfl staff agewis for
WWM@M&&MWW& The
Wottﬁn#mwwommwawzﬁmmmﬂ
docxmsmnrts which were devalgped ‘ the survey as pwed in
the staft stully, Agemcy Jiotice survey card foxm 145 with 25X1

agpects of such an all inclusive sarvey,. Meut.-ef‘rd&ﬁtefbrwyj
informetion was 1 July 19538 at uhieh time phase T became opervtive.

FHASE I1I: et dnd of aysiem can be developed to permit meintenance
of verified recorde of overseac servies in the future’ ¢

1. mmzwmmﬁ@mmw et
30 June 1950, Phese IT wed concarned primerily with deweloping =
oversous serviee of fgency steff employees and staff :gents beg Imning
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1 July 1958 end contimuing indefinitely. The staff study prepered in
connection with Phese T pointed up the lnsdequacy of current personnel
actions for purposes of documenting thysieal wheresboute of Ageney
persomnel. It was koown, of course, that the 0ffice of the Captroller
memamﬂmmwmmmwmlm
therefore was the most logical plaoe to obtain overseas serviee
information on a curremt besis.

2. 'The Comptroller ugreed with the above, but pointed ous that
he bhelieves persomnel records should reflect wheresbouts ua2 siatus
of Agency personnel without relying on the Compirolier's reeomis for
the informmtion; therefore, the procedures worked out for obtalsing
current PCS oversess servies information from the Comptroller's records
were accepted by the Comptroller znd agreed o by the Diywetor of
Perscanel as an interim. measure. 3Simce TOY dubty information Is not
ussally related o persomntl status, the Camptroller greed th:t thie
information will be obtaived by his office from travel wouchers on
a continuing basis. By deginxing to piek up overseas service inform-
ation on a current busis from the Compiroller's Records on 1 July 1955,
a gap in information has been avoided, needed records for future plan-
ning and statistieal purpotes will be aveilable on u comtimuing basis,
and & verified reeord of CIA overseas service is being compdlel for
retirvement use if and when the Agemey acquires a retirement program
inwlving credit for overseas service,

3. troller Imstrpetion no. 58 dated 25 June 1958 and forw
1451a (Tab B) set forth the mocedures to be used by the Fiseal and
Pinance Divisions to extract overseas service informgtion from per-
tipent documente as they process through these offices. These pro-
cefures will provide verified records of all Agency overseas service
of stafl employees and staff agsnts, emcept for individuals in the
Develogment Projeect 3taff, DCI. DPE/DCI overseas service informetios
vill be recorded by seleeted of that staff using Comptroller
Instruction no. 58 aad fors: 145la with minor changes. The cospleted
forms will be forwarded directly to the Personnel Statistieal Hraneh
for processing.

L. Phase IT also incindes the use of the FPhase I surwey cérde
to obtsin pricr U.3. Goventment overseas service information from sll
staff employess and staff cgents os they enter on duty. As this
informstion scerves, it will be added to the survey informeticn uwlrweady
on fle. The precedurs for obtaining prior U.S5. Govermment ovarsess
service informetion from nev employees was intluled as a part of
regalar 2D procedurss on 13 June, the date the Miuse I swrvey cards
were distriduted to all Eerdpasrtere personnel. In this eonnectilon,
it should be noted that al) survey cards (Phases T and II) are coded
as "Surwey" and all verificd oversees service records are coded as
Verified”. Thic will permit greater flexibility in the use of the
informstion and fecilitate keeping mirvey informmtion seperate fron
verified informetion z2s desired.
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PHASE IIY: Waat are the mosh suitable methols and thaing to bo used
to reconstruct verified records of overseas duty?

1. If wn wvhen ithe Agency acyulres s retirement program involve
ing some cyedit for oversess servies, it will de necesamry to verify
all elaimed Bt not verified overseas sexvice and to esteblish the
degree of asecepbabllity of axtisiting wverified records for all fgancy
eaployess w0 are then eligible for overseas retiremont benefits.
Since there is not now such o progrem sad the details and requirements
will not be kuown until after legiglation covering such retirewent is
presested $to the Congress wxl acted upon, there is po point in doing
mo¥e then suggesting broed gmidelinss to be used ia the development
of detailed procefures when such decomes practicael:

a) Establistmant of extent of overseas service credit con-
tained In any new retirement program will reguize o review of
the pertineacy of overseas service which hos been recoxded. In

order to avoid the necessity for a future surwey to corree: inforn-

ation deficiencies, all overssas service conaidered possibly per-
tinent is being recomded curreatly with the thought that some,
at leent, will not be ereditable but that 1t is better to wrr in
the direstion of toc bhroad o covorage rather than too littlie st
thisz tims.

) Current overseas service ianformstion being picked vp from
official documents and reeorded ss werified, should reduse mub-

stantially the smount of researeh reguired to effect peymert under

scme future retirement program; however, it is probable thet most

esses will reguire sows’ research. In order to simplify this problem,
the inttial survey carde (Phase I and EOD pwoecedures from FPasse IT)

¥ill be retained for potential future use as a starting point for
whatever verification procedures may be afopted.

e) - At such time as o new retirement progras becomes efTective,

the Agency will be faced with s potentially tremendous research
problam. It is suggested that as soom as the retiremant formuila
beecme firm, a systematic amnusl retirement projection be mde.
This could be ¢ mochine report prepared ammually in adwanece of
the end of the calendar year for the last two monaths of the cur-
rent year and the entire next year (thus awoiding comfliet vith
other yeer end reperts), giving the nawe and retirement eligibil-
ity date for esch person who will remch a retirement situstion

during the next b mowthe. This wuld provide = tuvo momth everiap

ecach year. Retirement ressarch wuld be required only for those

people reaching o retirement situstion during the full yesy covered

by the report. 7The twe mouth overlap would be useful for verifi-
cation purposes. The repeareh necessary for any individual case

could then be done in an onderly fashion and only for those persons

wvho wuld actuslly retire wder the new program.
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This Notice Expires 1 January 1959

25X1

NOTICE ' PERSONNEL
L4 June 1958

SURVEY OF OVERSEAS SERVICE

1. The Agency is considering the possibilities of developing a
more advantageous retirement progrem which would depend in some
measure on the requirement for overseas service by our personnel.

Some of the records necessary to complle planning data are not avail-
able in a centralized place. The work necessary to document past
overseas service (for CIA and for other departments, agencies, and
services of, the U. 8. Government) of Agency personnel for planning
purposes would be prohibitive in cost and time required. The informa-
tion needed is: the kind of overseas service (military or civilian, PCS
or TDY), where performed (country, or island or possession--not city),
the beginning end ending dates (to the closest month), and the respon-
sible U. 8. Government component (CIA, Army, State, 0SS, etc.) at the
time the duty was actually performed.

2. To simplify the requirement which this notice Pplaces on an
operating office, division, or staff of the Agency for this informa-
tion, survey cards (Form 1451, Record of Overseas Service) bearing
neme and personnel serial number, will be distributed to all vouchered
employees, and each employee will fill out his own card. This is
feesible because the information obtained will be used only for statis-
tical analysis and planning burposes. Such information should, however,
be as accurate as possible.

3. The same kind of information is needed for all staff employees
paid from confidential funds and for staff agents. For all employees
peid from confidential funds, Forms 1451 (bearing names and personnel
serial numbers) will be sent to the responsible components to be
filled out as follows:

a. Staff employees pald from confidential funds who are
actually at headquarters will f£111 out their own cards.

b. Staff employees paid from confidential funds who are over-
seas wlll be queried by book dispatch. Detailed instructions for
this procedure will be given to each responsible Administrative
Officer.

e 2T | Class. s RN 2
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NOTICE PERSONNEL

| 4 June 1958

c. Requests for information about overseas service of staff
agents will be sent in pseudonym on an "Eyes Only" basls to the
appropriate Administrative Officer. The senior Administrative
officer of each operating office, division, or staff will be
responsible for insuring that these cards are filled out and
returned promptly.

L. Detalled instructions for filling out the Forms 1451 will
accompany the form end each employee will be told to ask his Adminis-
trative Officer for any needed assistance. However, there are some
aspects of the requested information which require more delicate
hendling for some personnel than the card indicates:

b. Security. For the sake of uniformity and ease of hendling,
the same form, Form 1451, will be used for vouchered employees,
for employees who are pald from confidential funds, and for staff
agents. When forms are distributed, they will show only name and
personnel serial number, will be dlstributed in a secure manner,
and should be returned through the same channels from which they
were recelved.

5., Blank supplemental Forms 1451 will be given to the Adminis-
trative Officers of each operating office, division or staff for use
of personnel who need more space than is on one form. If & supplenen~
tal form is used, the appropriate box on the first form should be
checked and the neme and personnel serial number of the employee should

2
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NOTICE PERSONNEL
25X1 4 June 1958

be copled on the supplemental form. Forms should not be bent or
stapled but may be fastened with baper clips unless one form contains
sensitive information and must be returned separately.

. 6. Employees should be told that it is in their interest to

send copies of all non-CIA overseas duty documents which they may have

to the Office of Personnel. These documents will not be needed for

some time so they should be forwarded separately or at a later date.

Cenceled passports provide one of the best sources of information con-

. cerning overseas travel. Such bassports should, however, be forwarded

et to the Office of Personnel separately from Form 1451. The cut-off
date for survey information is 1 July 1958. As of this date, the
Office of the Comptroller will extract information from current
records. ‘

7. All forms for vouchered employees and employees paid from
confidential funds at headquarters are to be returned on or before
i 30 June 1958 to the Office of Personnel, Statisticel Reportin Branch,
N’ room 192, Curie Hall, ALl forms for employees pald from confidential
Tunds Who are overseas are to be returned on or before 30 July to the
Office of Personnel, Statistical Reporting Branch, room 192, Curle Hall.
All forms for staff agents end for sensitive staff agent service of
individuals who are now staff employees are to be returned, marked

"Eyes Only,"” in a sealed envelope to the Chief, Contract Personnel
Division, Office of Personnel, room 801, TOI6 16th Strest.

o 8. Senior Administrative Officers of each operating office, divi-
slon, or staff will be responsible for insuring that all forms are
filled out and returned’ promptly.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE :

-
L. K. WHITE
Deputy Director
(Support)
DISTRIBUTION: AB
SPECIAL
3
i
5-E-C-R-R-T

Approved For Release 2002/08/22 : CIA-RDP61-00274A000200140001-0



RECORD OF OVERSEAS SERVICE (4

1451

FORM
5-58
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INTERNAL USE ONLY

FOR YOU!

READ BOTH SIDES OF THIS CARD CAREFULLY BEFORE FILLING OUT YOUR FORM 1451

YOUR ADMINISTRATIVE OFFICER HAS AD-
DITIONAL DETAILED INFORMATION AND
BLANK SUPPLEMENTARY CARDS. ASK FOR
MORE CARDS AND ASSISTANCE IF YOU
'NEED IT.

It is in your interest to send COPIES of
all non-Agency cverseas duty documents to
the Benefits & Casualty Division, Office of
Personnel. These documents should not
accompany your Form 1451 card since they
will not be needed for some time.

THE MACHINE CARD (FORM 1451) ADDRESSED TO YOU IS THE
FIRST MAJOR STEP IN AGENCY PLANNING FOR AN IMPROVED
RETIREMENT PROGRAM WITH FULL BENEFITS. YOUR COOPERA-
TION IN FILLING OUT THIS CARD FORM IS ESSENTIAL IF ANY
FURTHER PLANNING IS TO BE DONE. THE INFORMATION RE-
QUESTED HAS NEVER BEFORE BEEN COMPILED IN ONE CENTRAL
PLACE ON A NAME BASIS BECAUSE NO NEED FOR IT WAS
ANTICIPATED. {F AN IMPROVED RETIREMENT PROGRAM SHOULD
BE ADOPTED, YOUR ACCURACY IN FILLING OUT YOUR FORM NOW
WILL ASSIST MATERIALLY IN VERIFYING YOUR CREDITABLE PAST
OVERSEAS DUTY FOR RETIREMENT BENEFIT PURPOSES.

_THE ACCOMPANYING FORM "1451, RECORD OF OVERSEAS SERVICE MAY MEAN |
ADDITIONAL RETIREMENT BENEFITS

(over)
INTERNAL USE ONLY
NAME OF EMPLOYEE EMPLOYFF, SERIAL NO. COMPLETED BY EMPLOYEE TFLEPHONE EXT. SECRET
' IYES ] lNo L (WHEN FILLED IN)
DO NOT FOLD, STAPLE, SPINDLE, OR MUTILATE
PCS -1 DATES SERVICE A

INSTRUCTIONS DO NOT|  wHERE SERVICE | TDY-2 OB A5 | RESPONSIBLE | DO NOT

\WRITE IN] FROM To CIVILIAN -1 DEP'T. 'WRITE IN

COLUMN| WAS PERFORMED [(ENTER : : MILITARY -2 | optiGeney  |COLUMN

0 NO) [ MO.J¥YR.| MO. | ¥R. | (ENTER NO.) :

THIS FORM MUST BE RETURNED | 29-31 N 32 |33°34]35-36] 37-38 | 39-40 | 41 = 4244
WHETHER YOU HAVE HAD OVER- : :
SEAS SERVICE OR NOT. | t
| ]
PLEASE READ CAREFULLY IN- y— I I
STRUCTIONS ON ACCOMPANYING o ! !
| |
CARD; THEN FILL OUT THIS FORM | ]
AS ACCURATELY AS POSSIBLE. : :
T | 1
! |
IF ADDITIONAL SPACE IS NEEDED, CHECK HERE [__J AND ASK YOUR ADMINISTRATIVE OFFICER FOR SUPPLEMENTAL CARDS | SECRET
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. @ Please study your card Form 1451 and be
sure you understand what is required before
you fill it out.

@ Be s accurate as possible, but the informa-
tion need not be certified.

@ If you have had no overseas service at any
time, mark form “not applicable.”

e List each increment of overseas duty per-
formed ot any time on behalf of the U. S.
Governmeni and give the approximate
location.

e If PCS, give dates of arrival at first duty post
and departure from last duty post only for
«_ch increment of overseas duty.

e If TDY, give only dates of departure from
and return to your headquarters for each
overseas trip.

® Omit TDY travel and changes in overseas
PCS if they occurred while you were on PCS
overseas.

e If home leave and/or TDY to your head-
quarters occurred while you were on PCS
overseas, they should not be deducted from
overseds service.

@ Do not duplicate overseas service where it
was performed simultaneously for two or-
ganizations.

@ Cutoff date for information is 1 July 1958,
As of this dote certified information will be
extracted by Fiscal and Finance Divisions
from current records.

Wahe telephone number should be one where
additional information can be obtained if
necessary.

® The completed form must be returned to
your administrative officer on or before your
next payday.

® Be sure to read the other side of this card.
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